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NOTE: The person conducting the spot check verifies the answers provided by obtaining signatures in the appropriate sections of responsibility 
(i.e., Contracting Officer Representative (COR)/Program Manager (PM) provides his or her signature to validate responses for sections I, II, and III; BUPERS Security Manager (BUPERS-00Y/PERS-534) for section IV; NAVPERSCOM Financial Management (PERS-52) Financial Management (FM) Analyst Supervisor for section V; Auditor for sections VI and VII; and command contract specialist for section VIII). The SME may be required to provide additional documentation to support his or her answers.  Electronic documentation is acceptable. 
I.  General Information (COR or PM provide answers):
II.  Verifying the Product or Service Received (confirm with COR, info may be provided by T/A if applicable):
III.  Records Management (verify with contract specialist):  Contract specialist maintains records and notifies KOs when completed or updated.  
IV.  Security (BUPERS/NAVPERSCOM Security Manager (BUPERS-00Y/PERS-534)):  
V.  Finance (NAVPERSCOM Financial Management (PERS-52)):  
References: 
A)  Financial Improvement and Audit Readiness Program:
http://www.fmo.navy.mil/AuditReadiness/audit_readiness_information_center.html
 
B)  NAVSUPINST 4205.3D
www.navsea.navy.mil/NAVINST/04205-003D.pdf 
 
C) DFARS PGI Career Development Contracting Authority, and Responsibilities
http://www.acq.osd.mil/dpap/dars/pgi/pgi_htm/PGI201_6.htm        
 
Forms: 
A) OGE 450 Confidential Financial Disclosure Report:
https://oge.gov/Web/oge.nsf/Resources/OGE+Form+450   
 
B) SF 1402 Certificate of Appointment:
https://www.gsa.gov/forms-library/certificate-appointment 
The authority to execute contract modifications on behalf of the Government from the appointing authority.
 
C) DD 577 Appointment/Termination Record - Authorization Signature:
https://www.esd.whs.mil/Directives/forms/dd0500_0999/
 
D) OPNAV 5239/14 System Authorization Access Request Navy (SAAR-N):
https://forms.documentservices.dla.mil/order/
VI.  Audit Readiness Discrepancies, Comments, and Follow-Up Actions
VII.  Internal Auditor and Command Financial Improvement and Audit Readiness (FIAR) Information
VIII.  Command Contract Specialist Information
Document Retention
Responsible Party	
Key Supporting Documents (KSD)
Attribute Supported (Audit)
Contract Specialist
Contract
Agreement
COR
Receipt and Acceptance (R&A), iRapt Receiving Reports, iRapt  
Receipt of Goods
Invoice
Payment Request
Voucher, Vendor e-mail, MFR if not available
Disbursement
DD-577
Authorization
Training Certificate
Annual Requirement
Finance
Funding document (basic and amendments), 2276, 2275, MIPR, Purchase Order
Obligation
Invoice General Ledger screen-shots of AP posting  - 510C, RDOC or History Report         
Request for Payment
Voucher General Ledger screen-shots of AP posting and liquidation - 610C, RDOC or History Report
Payment/Disbursement
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